
Farewell Letter 

Date: [Insert Date] 

Dear [Team/Company Name], 

As I prepare to take my next step and officially resign from my position as [Your Position] at 

[Company Name], I felt it essential to take a moment to express my heartfelt gratitude and reflect 

on the incredible journey we've shared together. 

During my time here, I am proud to have achieved several milestones: 

• Successfully led the team in launching [Project Name], which resulted in a [specific 

achievement, e.g., 30% increase in revenue]. 

• Implemented [Initiative/Strategy], improving our productivity by [percentage or 

outcome]. 

• Fostered an inclusive work culture that empowered [number] employees to thrive and 

innovate. 

• Established strategic partnerships that expanded our market reach and brand visibility. 

These achievements were the results of our collective hard work, dedication, and commitment to 

excellence. I am sincerely grateful for the support and friendship that I have found within this 

remarkable team. 

As I move on to new challenges, I will carry with me the valuable experiences and relationships 

cultivated here. I am excited to see where the future takes [Company Name] and am confident 

that you will continue to excel. 

Thank you once again for everything. Please keep in touch; I would love to hear about all your 

future successes. 

Warmest regards, 

[Your Name] 

[Your Contact Information] 


